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MEMORAMDUM FORs

ATTRHETON s Administyative Officer
FROM s Chief, Finomce Divisien
SUBJIRCT s Statement of Aceount 1bLB.1 Advances 4o Bmployees ond

Detail Iistings of Account 1bb.3 AMvences to Eexployees.

1. The Fiosnce Division bhes recently been queriicd a8 to the setion
ncessary by the receiviag office in yrocessiug subject mterlel.,

- & Yhen subject material is fomverded w0 an office or ddvision it
becomss the raspousibilivy of the vecelving cffice to either deliver the
mterial to the ssployee oy advise the employee of the necessexy action
%o clesr biz advence acoount.

3o The felloving cutdive of action by the recciving offlce op
divisicn sboudd be folinwed in commpction with Statoments of Accound
forwarded guarterly,

B, If the euployees hes transforyed to anctber office or
divicion the Siatoment of sccount should be noted with
the navw office of zsoigweent aud retwrned to Aceounis
Braach, Accownts Receiveble Section, so thal the employec
rogter can be corrected, The Statement will ther be
forwardsd to the neow office by Accounts Receivabls Section,

b, If the employee has been transforred oversess %o & Clasc
A Stotion, the Statement of Account should be pobed with
the location of the cmployee and rebturmed to Accounts Bwanch,
Acosounts Receliveble Scetion, so thet the employee rosier can
be corvectcd and the nocszsory action can be token to trensfer
e sdvance account halanze bto the fleld stetlion.

¢, IL the employee hao Been troncferved overseas to o Clesa B
Station, the reeciviuy office should forward the Hiatement
of Account ©0 the stobion and reguest on eceountling wed/ov
rvafund. Finenee Divisicn will welte to the employee omiy
at sush Llwe es whmr rocouet becomes overdelinouent epd poyvoll
antion is ceavaiated o dettie the Actouwnt By peavroll
dudantions .

b The IBM Detall Eiaoting of Accoumd
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to Tae TR Detall Listing of Account 14k.1, {one employee name per page )
‘f"?f;g:am?s to Bamloyees. 18 forvardsd to the aypmpliabe ofﬂcﬁr diﬂf;::n the)
ISR W moptae of the calander guarter for informetion purposss. The third
ariaely oF the quartsy the formal "Statement of Account” is forvesded to the
sEries or division o be given to the sEpioyee .

Delinquent accomnta are identified on the IRM Listing ‘

o 1) > ide . 8. Thens

e i,i_;g;s should be utilized to notify employces of the status of their sccounts
soe Lo ah@a:l,n beceszary corvective action by the employee. If the expinyee

e trapaterred to asnther Division or station, the followving mction should

4

e elmae

B ai’ W emplovee hos been tropaferred to another office oy
Avision action should be in accordsnce wizh maragraph 3 &,

@f f;hm emplovee hus been trensferred overssss to s Clsse &
sEALion action should be in accordmnce with naragyaph % b,

i whe emmloyes hos bewn bransferred ovevsces to s Clage B

st the iiating showld be Bead . by the area division or
Tiiee concersed, Lo prepare a dispeten to the employee edvising

% oor #le owtatanding advence and requesting an secomnting
sndfor retund,
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., Fineoce Divisicn
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